          TAX2GO  BAS Checklist  
          
For period ended 30th June....




Dear Valued Client, 
Before you make an appointment please make sure you have the following:
1. You have gathered all information together before you send or bring in your information to us (including any entities you may have, such as businesses, companies, trusts or superannuation funds). If we do not have everything we need, unfortunately we will be unable to start your work and you may incur additional fees; and
2. We reserve the right within 14 days from engagement letter to terminate our agreement if we have not received all information listed in 1; and
3. You have read and understood our terms as set out below:
Terms
1. This document is prepared based on information provided by you the client and no warranty to the truth and accuracy of that basic information is made; and
2. performance of tasks is limited exclusively to those set out in this engagement letter; and
3. The clients financial statements (unless otherwise engaged to do so) are not audited or reviewed, and as such no assurance will be expressed; and
4. unless I am/we are otherwise engaged to do so, this engagement can not be relied upon to detect or otherwise disclose irregularities (such as fraud, illegalities or the errors of other parties); and
5. Any advice given to you is only an opinion based on our knowledge of your particular circumstances and taxation is only one of the matters that you need to consider when making a decision on a financial product. We are not licensed under the financial services regime and advice provided is not 'financial product advice'. Please do not act on this without seeking further advice from your accountant or you should consider seeking advice from an Australian Financial Services Licensed holder before making any decisions in relation to a financial product; and
6. The firm Tax2go liability is limited by the IPA Scheme under the Professional Standards Act 1994 (NSW).
7. In addition to the financial information required to complete this tax return, it is expected that all relevant source documentation will be made available to us within 14 days of this letter or we reserve the right to terminate the engagement; and
8. Unless otherwise agreed, any Financial Statements that have been prepared on behalf of the client who has provided copies. The statements will be produced for the purpose of preparing the income tax return only and it is not a financial statement but a work paper. The firm Tax2go reserves the right to produce financial statements using any software it deems fit. The financial statements are not to be supplied or relied up on by a 3rd party; and
9. In the event spouses or partners part ways, I reserve the right to act for neither; and
10. You give us permission to destroy your documents after 7 financial years; and
11. These terms are deemed received by you once we have advised you they are available on our web site or emailed them to your nominated email address; and
12. It is our policy that in the event of disengagement due to any of the mentioned points we give each other up to 14 days to terminate our arrangement and during this time all fees and charges you still owe the firm are paid in full.
If you do have any questions regarding anything contained in this checklist, please feel free to contact any of our staff. They are more than happy to assist you, and are contactable on: 
 [M] 0422 219 866

[E] tax2go@optusnet.com.au
[W] 

 HYPERLINK "http://www.tax2go.com.au/"
www.tax2go.com.au
Ways to help you with your tax

We are local


Personal Tax

Cashflow analysis & budgeting 


We visit your home or office
Businesses

Business review & restructures 

After hours service available
Partnerships

MYOB business start up & training 

6 Days


Companies

Payroll solutions 

On time guaranteed

Multiple year returns
Bookkeeping 






BAS (GST) 
	Full Name: Mr/Mrs/Ms/Miss:
	          

	Previous name, if changed:
	          

	Your Occupation:
	          

	Date of Birth:
	          

	Tax File Number:
	          

	ABN: 
	          

	Address:
	          

	Address (postal): 'As above if same'
	          

	Email:
	          

	Telephone Contacts:
	Mobile:           

	
	Business Hours (work):           

	
	After Hours (home):           

	Are you an Australian resident:
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 Unsure  FORMCHECKBOX 


	How many months were you a non resident:
	          

	Bank account details
	Name of account:           

	
	BSB:           

	
	Account number:           

	Will you need to lodge a tax return in the future:
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 Unsure  FORMCHECKBOX 


	Previous Accountants name (if new client):
	          

	Previous Accountants address (if new client):
	          

	How did you hear about Tax2go:
	Letterbox   FORMCHECKBOX 
  School newsletter   FORMCHECKBOX 
  google   FORMCHECKBOX 
  referal   FORMCHECKBOX 
 


Please mark Yes/ No or Not Required for each of the items listed below and seperate relevant documents  into each quarter :
	BAS Checklist - Have you attached relevant evidence   FORMCHECKBOX 


	
	Yes
	No
	Not Required
	Comments


	Which activity statements would you like us to prepare:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	July to September (due by 14th October).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	October to December (due by 14th February).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	January to March (due by 14th April).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	April to June (due by 14th July).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Annual GST return
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Tax Office letter ABN registration. (P)(T) 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Tax Office letter GST registration. (P)(T) 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Attach a copy of your cashbook spreadsheet (if relevant) for the income year.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Provide MYOB datafile 

(if relevant) for the last 2 income years. On:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Email
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	USB
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Your MYOB software version
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Please make sure your Bank and Credit card Statements reconcile to your cashbook &/spreadsheet or MYOB datafile for all income years up to and including the income year
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	For all clients please attach a copy of all business bank account statements for the income year.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	For all clients please attach a copy of your Activity Statements or GST Instalment Statements for the income year.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	For all clients we need the GST component of each expense so that we can work out the GST input taxed credit claimed by the business. Please note we will rely on your data that you have lodged with the ATO to prepare your financial's and your activity statements and annual GST unless  we are advised otherwise.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Please provide Deposit slips/books for the income year
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Please provide Cheque butts (do not include unused cheques) for the income year
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Please provide all sales invoices, receipts for the income year (filing alphabetically saves you time and money!)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          

	Please provide all purchase or expense invoices, purchase order, receipts for the income year (filing alphabetically saves you time and money!)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	          


Important Notes
1. To save you time and money, if an invoice is paid:

write “PAID BY CASH OR CHEQUE & NO# AND DATE”.
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